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EMPLOYER CONTACT INFORMATION

All school districts submitting information to the Nebraska Public Employees Retirement
System (NPERS) must have a current Employer Contact form #NPERS6300 on file.  (See
sample, page 1-2.)  You must submit a new form to NPERS whenever there is a change in
the Primary Employer Contact or Additional Contact(s).

Your Primary Employer Contact should be an individual who is familiar with your
employment policies, your payroll system and the School Retirement Plan, and who has
access to your personnel records.  You may choose whom you wish to be your Primary
Employer Contact, and may choose Additional Contacts as needed.

INSTRUCTIONS

The Employer Contact form must have original signatures.  Forms received with a typed or
stamped signature are not accepted.

All general correspondence from NPERS will be addressed to the Primary Contact.

An individual who is an Employer Contact for numerous rural districts should complete
an Employer
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SAMPLE FORM

EMPLOYER CONTACT
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ACTIVATING PAYROLL ADMINISTRATOR WEB ACCOUNT

NPERS will provide you with a Username and Temporary Password.  You will use this
information to activate your Payroll Administrator web account with NPERS.

To activate the account, follow these steps:

1. Log on to the NPERS website at www.npers.ne.gov.  The home page will be displayed.

Underneath the Click to Login button, you will see a Click Here link.  Click the link.
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2. An Electronic Signature Agreement will now appear on your screen.  Click I Agree.

I Agree - signifies you are signing your report each time you log in to work on your
report.

I Disagree – If you click on  I Disagree you will need to remit a signed recap report.
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3. You will now see the web page “Manage Your Login Account.”  Click on the Payroll
Administrator button.  Click the Next button.
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4. Employer Administrator Account Activation instructions will appear on your screen.
Please review these instructions.

5. Click the Next button.  This will take you to the Payroll Administrator Account Activa-
tion page.
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6.  Enter the User Name/User ID and temporary password sent to you by NPERS.  Enter
your new password and the remaining items on the page.  The information you enter
on this page will be validated against existing information in the PIONEER system

7. Click on the Activate button.
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8. If the data you entered is valid, the Account Activation Confirmation page is displayed.
You should print this page and save it for future reference.

9. If your account is not activated, an error page will be displayed with an error number.
You may contact NPERS via the Contact Us link on the bottom of this page, making sure
to mention the error number.
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CHANGE YOUR WEB PROFILE

1. Click on Change Web Profile on the sidebar tab if you need to change your password,
e-mail address or security question.
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2. Read instructions and click Next.



3. Use this screen to change your password and/or e-mail address.  To change the “Welcome
Back” name, please contact NPERS.


